DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
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NAVAL HOSPI TAL TVENTYNI NE PALMS | NSTRUCTI ON 1040. 1D

From Commandi ng O ficer
Subj: COVMAND RETENTI ON AND CAREER | NFORVATI ON PROGRAM

Ref : (a) CI NCPACTFLT/ Cl NCLANTFLTI NST 1040. 1E
(b) Retention Team Manual (NAVPERS 15878H)

1. Purpose. To establish functions of the Conmand Retention,
Career Information Program and conposition for Naval Hospita
Twent yni ne Pal ns Conmand Retention Team

2. Cancellation. NAVHOSP29PALMSI NST 1040. 1C.

3. Background

a. The Command Retention Teamis established per references
(a) and (b) to obtain personnel stability through the retention
of top quality personnel in proper balance and required
nunbers.

b. Retention of quality personnel in proper bal ance and
sufficient nunbers requires a threefold approach.

(I') The creation and mai ntenance of a favorabl e command
clinmate.

(2) The promul gation of retention benefits and the
mechani cs of the career information program system

(3) The potential for advancenent/achi evenent nust be
enhanced t hrough conprehensive/effective training and educati on
progr ans.

4. Conposition. The Command Retention Team shall be chaired by
t he Command Career Counselor (CCC) with the foll ow ng
menber shi p:

a. Commanding Oficer (CO
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b. Executive Oficer (XO
c. Command Master Chief (CMO)
d. Assistant Head, Manpower Managenent

e. Chief Petty Oficer/Petty Oficer in Charge, Custoner
Servi ce Desk, Personnel Support Detachnent (PSD)

f. Assistant Head, Education and Training
g. Designated Senior Enlisted Leaders
5. Action

a. Commanding Oficer. The Commanding Oficer is the
seni or career counsel or onboard. The Commandi ng O ficer shall:

(1) Support and conduct a Career Information/Retention
program per references (a) and (b) utilizing Career Information
Program Managenent (CIPM net hods.

(2) Maintain onboard at | east one graduate of the four
week Career Information and Career Counseling Course (A-500-
0011).

(3) Ensure Career Information Training Course (ClTC
training for Retention Team nenbers/career counselors is
conducted. M ninum acceptable level of CITCtraining is 100
percent of all designated Retention Team nenbers/ career
counsel ors.

(4) Ensure Retention Team neetings are periodically
conducted. Recommended periods are nonthly for
Departnental / D vi si onal and quarterly for the conmand.

(5) Accord appropriate cerenony and attention to
reenlistnents.

(6) Meet at least 3 tines per year, with crew nenbers at
Captain’s Call

(7) Ensure all personnel in paygrades E-1 through E-4
attend a First Term Personnel Success Wrkshop within six nonths
of reporting aboard.
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(8) Ensure all personnel who are separating,
transferring to the Fl eet Reserve or retiring attend a pre-
separation briefing and/or a Transition Assistant Program (TAP)
sem nar.

b. Executive Oficer. The Executive Oficer will ensure
enforcenent of the policies outlined in this instruction. The
Executive Oficer is responsible for:

(1) Ensuring that all Retention Team nenbers/career
counsel ors have attended the one-day Cl TC.

(2) Ensuring that appropriate (tel ephone) conmmuni cation
and conputer access is available to the Command and
Departnent/ Di vi sion Career Counsel ors.

(3) Monitoring the efforts of the Comrand Retention
Team

c. Command Master Chief. The Command Master Chief wll
work in close association with the Command Career Counselor in
order to support the Conmand’ s Retention Teameffort. The CMC
shal | :

(1) Encourage senior enlisted |leaders to actively take
an interest in pronoting awareness of retention prograns,
enphasi zi ng chain of conmand i nvol venent under the CI PM concept
and stress the value of continued Naval Service.

(2) Maintain current know edge of retention/career
i nformation prograns and policies contained in the references.

(3) Actively assist in the attai nment of command
retention goals.

(4) Informthe CCC of matters relating to policy which
may arise from CMC conferences, sem nars, and neetings.

d. Command Career Counselor. Represent the Conmmandi ng
O ficer as Career Information Program Manager and conduct a
career information programin conpliance with this instruction
and the guidelines set forth in reference (a) and (b). The CCC
shal | :




NAVHOSP29PALNMSI NST 1040. 1D
7 Jan 00

(1) Assist the Commanding Oficer and Executive Oficer
in organi zing and executing a vigorous and effective command
retention program

(2) Report to the Command Master Chief for adm nistra-
tive control and performance of all duties, but will have direct
access to the Commanding Oficer pertaining to enlisted
retention issues.

(3) Organize and train departnental /division career
counsel ors.

(4) Prepare mnutes per reference (b) and indicate
probl ens identified and actions taken or recomrended.

(5) Keep the CO XO, via the Command Master Chief,
apprised of situations having positive or negative inpact on
retenti on and nmake appropriate recomrendati ons.

(6) Provide the Commanding O ficer wwth a nonthly
witten report of career counseling/retention related
activities. As a mnimumthis report will include:

(1) 12-nonth End of Active Obligated Service
(EACS)/ Projected Rotation Date (PRD)/H gh Year Tenure (HTY)
listing.

(2) Status of Retention Team nenbers CI TC | evel s.

(3) Status of conpletion of required interviews.

(5) Mnutes of nonthly retention team neeting.

(6) Professional Devel opnent Board (PDB) results (by
paygr ade) .

(7) I'nformthe CMC of policy changes relating to a Navy
career which may affect individual attitudes toward the Navy or
comand.

(8) Provide guidance to the Professional Devel opnment
Board in all matters pertaining to rating and rate availability.
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(9) Ensure interviews are conducted by the directorate/
depart ment/di vi si ons career counsel ors.

(10) Muintain gender and ethnic command retention and
advancenent statistics to support the Command Managed Equal
Qpportunity (CVEO program Forward data, including denographic
information to the CVMEO O ficer as required.

e. Directors, Departnent Heads, Division Oficers, Chief
Petty Oficers. Directors, Departnment Heads, Division Oficers,
and Chief Petty Oficers are expected to be advocates of career
service in the Navy and to actively encourage quality personnel
to make the Navy a career by virtue of their positions of
| eadership and comm tnent to Naval Service. Directors,
Department Heads, Division Oficers, Chief Petty Oficers wll:

(1) Submt departnental/divisional career counsel or
nom nees to be interviewed by the Conmand Career Counsel or and
Command Master Chief for assignnent. Upon conpl etion, nom nees
wll be submtted to the individual Director for final approval.

(2) Coordinate the command retention programas it
pertains to their directorate/departnent/division.

(3) Becone actively involved in personnel retention
effort.

(4) Actively assist in the attai nment of command
retention goals.

(5) Ensure all personnel of proven performance are
recommended for retention, and not recommend those who have not
hel d up the high standards set by the Navy and the Command.

(6) Interview and counsel personnel prior to their EACS.

(7) Ensure that educational and retention benefits are
wel | publi shed.

(8) Attend the quarterly Command Retenti on Team neeti ngs
as schedul ed.
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f. Departnent/D visional Career Counsel ors.
Department/Division will assign a Career Counselor, E5 or above,
who is a graduate of the One-day Career Information Training
Course. Their responsibilities are:

(1) Keep the Directorate/ Departnment Head/ D vision
O ficer and Command Career Counsel or of the progress of their
retention program

(2) Attend the Retention Team neetings called by the
Command Car eer Counsel or.

(3) Conduct required counseling, interviews, and forward
required reports to the CCC

(4) Coordinate with the Command Career Counselor to
determne eligibility requirenments are net, or a waiver is
submtted, for all retention-related requests. Make appropriate
reconmendat i ons before forwarding request up the chain of
conmmand.

(5) To hold career counseling lectures within the
depart nment/ di vi si on.

g. The Conmand Career Counsel or and departnental /division
career counselors shall be available for interviews whenever
possi ble. The following interviews will be conducted:

(1) Reporting.

(2) Retention (Active Duty Service Date (ADSD) + 18
nont hs) .

(3) Incentive (12 nonths prior to EACS).
(4) 17-Year Monitor (17 year point)

(5) Pre-retirenent/ Separation (6 nonths prior to
separati on)



NAVHOSP29PALNMSI NST 1040. 1D
7 Jan 00

6. Applicability. This instruction is applicable to al
per sonnel aboard Naval Hospital, Twentynine Palns, California.

o I S P

J. M HUBER

Di stri bution:
Li st A
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